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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. What is communication?
2. Write a note on postscripts.
3. What are trade enquiries?
4. What is an offer?

5. What is meant by utmost good faith?
6. What is endowment policy?
7. What is a report?
8. What is an agenda?
9. Who is a del credre agent?
10. What is a sales letter?
11. What is video conferencing?
12. What is per – pro signature?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.
13. What are the functions of a business letter?

14. Discuss the qualities of a business letter.

15. List out the contents of an order letter.

16. What are the situations on which a circular letter is sent?
17. Draft a sales letter for introducing a washing machine.
18. Write notes on minutes of the meeting.

19. Bring out the characteristics of a good report.
SECTION C — (2 × 15 = 30 marks)

Answer any TWO questions.
20. Briefly explain the various components of a business letter.
21. Messers Arun & Co. Exporting Agents, placed and order with Sakthi Products Co Ltd for 10,000 tins of Mango juice to be sent to a foreign customer. They received the consignment and found that some tins are dented and some are punctured. Draft their letter to the suppliers.
22. Write a letter to the banker requesting for an overdraft.
23. Explain briefly the various modern forms of communication.
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